
HOTEL/MOTEL PERMIT PROCESS 
City/Parish East Baton Rouge 

 
 

www.mygovernmentonline.org 
1-866-957-3764 

 
 

 

How to create a free Account 
 

1. On the top right corner of your screen click “Create Account”. 

 
 

1. Enter your E-mail into the E-mail/Confirm E-mail location. 
2. Enter a Password of your choice in the Password/Confirm Password location. 
3. Enter your First/Last Name and Business Name (optional). 
4. Enter your Primary Phone Number. 
5. Enter a Challenge Question of your choice and a Challenge Answer. 
6. Then, click “Create Account”. 

 

http://www.mygovernmentonline.org/


How to Create/Get Started on a New Application 
 

1. To the top left corner of the screen hover over “Permits & Licensing” and select “Apply Online”. 
 

 

 
 
 

1. Country: Select United States 
2. State: Select Louisiana  
3. Jurisdiction and select “East Baton Rouge” 
4. Project Type and select “Permit”. 
5. Click Next to Proceed 

 

 
 
 
 
 



1. Click “Get started on a New Application”. 
 

 
 

1. Click the Drop Down for “Select an Application Type” and select “Hotel/Motel Permit” 
2. Click “Next” to Proceed. 

 

 
 

1. Enter your Address, City and Zipcode in the “Physical Address or Location” section. 
2. Click “Next” to Proceed. 

 

 
 
 
 
 
 



1. Fill in the “Owners Contact Information” to the best of your ability  
2. Click “Next” to Proceed. 

 

 
 

1. Fill in the “Applicant’s Contact Information” to the best of your ability  
2. Click “Next” to Proceed. 

 

 
 
 
 
 



1. Contractor Information is Optional DO NOT FILL IN, so, you can click “Next” to continue. 
 

 
 

1. Fill in the “Agent for Service’s Contact Information” to the best of your ability  
2. Click “Next” to Proceed. 

 

 
 
 
 
 



1. Fill in the “Emergency Contact’s Contact Information” to the best of your ability  
2. Click “Next” to Proceed. 
 

 
 
 

1. Enter the Hotel/Motel Name in the “Hotel/Motel Name” location. 
2. Enter the Number of Rental Units in the “Number of Rental Units” location. 
3. Enter the Commencement of Operation by clicking the calendar, locating the date, and clicking on it. 
4. Check “Yes” or “No” in the first Acknowledgement field. 
5. Check “Yes” or “No” in the second Acknowledgement field. 
6. Click “Next” to Proceed. 
 

 
 
 



 
 

1. Press “Upload Files” under the “Proof of Liability Insurance” section  
2. Once uploaded you will see the “Proof of Liability Insurance” below the “-Files” section  
3. Then click “Next” to Proceed. 

 

 
 
 
 

1. Press “Save” if you would like to return and make changes to your application at a later date 
2. Or press “Submit” if you would like to send this application to a jurisdiction member  

 

 
 
 
The submitted application will be reviewed by the East Baton Rouge Permit Office and if complete a payment email 
will be sent to pay the $100.00 permit fee (online). 
 
If the application is incomplete an email will be returned and you will need to complete the information missing and 
reapply online. 
 
Once the permit fee is received and processed an email will be sent that the permit is ready and you can print it from 
the Customer Portal. 
 

If there are any questions or assistance needed to apply for a permit contact the 
MyGovernmentOnline help desk at 866-957-3764. 


